
 
 
 
 
 
 
June XX, 2004    SAMPLE 
 
 
 
Mr. I. M. Sample 
ABC Surveying 
123 Main Street 
Any City, IL  12345 
 
Work Under Number 1 
P.T.B. Number 123, Item 456 
Various Routes 
Various Sections 
Various Counties 
Job No. P-93-XXX-XX 
 
Dear Mr. Sample: 
 
You are hereby authorized, as of this date, to proceed with the work to fulfill 
Work Order Number 1 under P.T.B. 123/456 in accordance with your 
proposal.  Attached for your file is a copy of the approved Work Order. 
 
If you have any questions or require additional information, please contact 
Robert Poundstone at 815-434-8424. 
 
Sincerely, 
 
John P. Kos, P.E. 
District Engineer 
 
 
 
By: Steven B. Andrews, P.E. 
District Land Acquisition Engineer 
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